
. 

4. Dates of Series 
Earliest Latest 
1978 Ito date 

, 

k 

5. Records Series Title (followed by tide used in office; if different] 
Maintenance Materials Inventory - astr_l-ct/Ar-ea - - 

- 
7. Record Series Description 

Documents relating to: 

Th is  file contains the following documents (include form numbenand rides, if any]: 
Attach samples of the file. 
Maintenance Materials Inventory 

Indudedare: Inventory Control Record Card. - Indicates the receipts and 
disbursements of any inventory item. 

Inventory Transfer Form - Used to move materials from one 
inventory location to a different inventory location. 

Inventory Adjustment Report - Used to report any differences be- 
tween the inventory card and the field count of the material. 

8. Monthly Reference Rate 

One to six months old 
twenty-five months and o l d e r A  7 

Letter-$ire Grawers L; Legal-me drawers ;Shelves ; Other (specify) 

How often are records referred to which are: 
3 ; Seven to twelve months old 1; Thirteen to twenty-four months old Rarely; 

9. Annual Rate of Accu u tion of Rerords 

AA-50-71. R w .  7 6  IO-rJ 



Koutine Ma-nance Headquarters.  
b. &eS the series contain confidential information requiring security handling? If yes, cite law or regulation. 

11. Retention Requirements The following requires the series to be kept: (One year i n t e r n a l  a u d i t  
d. Audit period 3 years. 

b. Statute of limitation c. Administrative need .-years. 
f. Federal retention instructions 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

12 Amroved Disposition Instructions This agency recommends that the file series be cut otf ax tht end of each: 

I0 Calendar Year; 0 Fiscal Year; 0 Other then. 

0 Hold in the current t i les  area month(s) year(s); then 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

yeark); then 
Year (s) ; then 

Other (Specify) 

Inventory cards  t h a t  are f u l l  and inventory  t r a n s f e r  forms w i l l  b e  h e l d  
a t  the  inventory  l o c a t i o n  f o r  three  y e a r s ,  then forwarded to  the  
District  f o r  d i s p o s a l .  

These instructions apply to a l l  prior and future accumulations of the series. 

Recommendations in para- 
graph 12 are approved. 
( I f  disapproved, attach letter 

. .  

. . .  
, . ,..... 2-1. ' .. . . . .  . 


